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3. Edit TO’s, Managing TO’s in Web ATOMS  
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5. Receipt of TO’s 
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 Key for arrows: 

Solid line denotes a task that will be completed 
Dotted line denotes an informational note   
Steps with only one action will not be numbered, but will contain an arrow pointing to the 
location of the step 
Steps with more than one action will be numbered and the numbered step will match the 
numbered arrow pointing to the location of the step 
Notes will be italic and underlined and maybe be combined in the same box as action steps  
Note:  Please remember that all screen captures were done at the administrative level and 
there will be menu features available in this guide that are not available at the TODO level. 
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1. Requesting Account 
 
 

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance. 

 

mailto:aac.wmbc.jcalsadmin@eglin.af.mil


Requesting Account 
 
The following Training Aid was developed to provide visual instructions for 
requesting an account for Web ATOMS.  This material is intended to provide 
users with the minimal requirements necessary to request an account to access 
Web ATOMS.  When the user becomes familiar with these screens the more 
advanced functions of this program can be utilized. 
 
These instructions are based on the following assumptions: 
 

1. The user has completed/reviewed one or all of the following:  an AETC 
TODO Training course, an IDE ATOMS Training Workshop, ATOMS 
Web Based Tutorial http://www.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm, 
or a locally devised TODO training program. 

2. The user is familiar with current USAF TO System policy and 
practices governing the management of a TO account IAW TO 00-5-
series TOs and 21-3xx publications. 

1 - 2 of 5 
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Note: the URL in this guide is based 
on testing, DO NOT USE THIS URL 

3. 

1. 

2. 

1. Select Account 
2. Select Request Account 
3.  User appears, but Account states 
“null” 

Figure 1 

 
 

1 - 3 of 5 



 

1. 

2. 

1. Enter your e-mail address 
2. Enter your JCALS account number 
3. Select Request Account 

3. 

Figure 2 
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Ensure Request entered is showing 
You will now wait for an e-mail notifying 
you that your account has been activated. 

Figure 3 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance. 
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2.  SUB-ACCOUNTS, SETTING UP AND 
MAINTAINING 

 
Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance. 
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SUB-ACCOUNTS, SETTING UP AND MAINTAINING
 
The following Training Aid was developed to provide visual instructions for setting up your sub 
accounts for Web ATOMS.  This material is intended to provide users with the minimal 
requirements necessary to set up their sub accounts.  When the user becomes familiar with these 
screens the more advanced functions of this program can be utilized. 
 
These instructions are based on the following assumptions: 
 

1. The user has completed/reviewed one or all of the following:  an AETC TODO Training 
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial 
http://www.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm, or a locally devised TODO training 
program. 

2. The user is familiar with current USAF TO System policy and practices governing the 
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications. 
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1. 

2. 1. Select Account 
2. Select Sub Accounts

Figure 1 
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Select (Add Sub-Account) 

Figure 2 
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1. Enter Account name or number 
Note:  You can enter either a name, number or 
both.  In order to keep them numerical, you will 
need to place zeros in front of single digit numbers 
2. Enter MAJCOM 
3. Enter Base ID 
4. Select Add

1. 

2. 

3. 

4. 

Figure 3 
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2. 

1. Ensure the Sub-Account has been entered 
2. Select (Add Contact) 

1. 

Figure 4 
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2. 

1. 

1. Enter the desired Sub-Account 
2. Enter contacts USAF Portal user name 
Note:  If a person has previously been 
added to Web ATOMS you will need to use 
the browse feature 
3. Enter date user assigned as contact 
4. Check if contact is primary on account 

if an alternate leave blank 
5. Place a check mark in Authorized 

Access (if you want the subaccount to 
have control of subaccount 
information) 

6. Enter contact name 
Cont in figure 6 

5. 

4. 

3. 

6. 

Figure 5 
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8. Enter contact e-mail address 
9. Enter contact commercial phone 

number 
10. Enter contact DSN phone number 
11. Enter contact office symbol 
12. Enter contact building number 
13. Enter contact mailing address 
14. Enter contact Security Clearance 
15. Enter contact Train Date  
16. Select Add if new contact or update if 

making changes to contact information 
Note:  Ensure you update the information 
on the primary account holder as well.  
When you requested the account, it pulled 
as much data as was in the AF Portal.  You 
will need to fill in what was not available. 

Figure 6 

8. 

10. 

11. 

13. 

14. 16. 

9. 

12. 

15. 
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1. Ensure the contact data has been entered 
2. Select Home 

2. 

1. 

Figure 7 
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Authorize Access for Subaccounts 
 

 
 
 
 
 
 
 

Note:  This is how your subaccount window will look if you Authorize Access to your 
subaccounts.  At this point you will be able to view the subaccount information, but you 
will not be able to make changes to the subaccounts information.  The only exception to 
this is when a subaccount forwards an order; you will either approve it, adjust it, or 
disapprove it. 

 
 

 

Note:  Notice that subaccount 3 is now grayed out 
and as the TODO you cannot make changes to the 
subaccount, only the TODAs assigned as contacts 
and authorized access.  

Figure 8 

 
 
 

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance. 
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3. EDIT TOs, MANAGING TOs IN YOUR  
Web ATOMS 

 
Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance. 
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EDIT TOs: MANAGING TOs IN YOUR DATABASE
 
The following Training Aid was developed to provide visual instructions for managing TOs in 
your Web ATOMS program.  This will include going on subscription for TOs as well as 
requisitioning TOs.  This material is intended to provide users with the minimal requirements 
necessary to add basic TOs, as well as changes, supplements, revisions, and TCTOs to your 
database.  When the user becomes familiar with these screens the more advanced functions of 
this program can be utilized. 
 
These instructions are based on the following assumptions: 
 

1. The user has completed/reviewed one or all of the following:  an AETC TODO Training 
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial 
http://www.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm, or a locally devised TODO training 
program. 

2. The user is familiar with current USAF TO System policy and practices governing the 
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications. 
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Select Edit Need

Figure 1 
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1. 

1. Enter desired TO number 
2. Select Read  

2. 

Figure 2 
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1. 

2. 

1. Enter each sub-accounts TOs  
2. For sponsor approval TOs enter 

justification 
3. Select Update 

3. 

Figure 3 
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Ensure information has 
transaction numbers assigned 
Note:  Continue this for all 
required TOs, once all TOs 
entered you can return to the 
home page  

Figure 4 
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Making Changes to ID Quantities 
 

 

2. 

1. 

1. Select Orders  
2. Select Subscribe/On-hand 

Figure 5 
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2. 

1. 

1. Enter the desired TO number 
2. Select Read 

Figure 6 
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Figure 7 

Note:  Current information for TO is 
displayed to include all 
Subscriptions, On-hand Quantities, 
and Transactions (Transactions in 
continuation of this fig) 
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Note:  Continuation of Fig 7 

Figure 8 
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2. 

1. 

1. Enter the required information 
Note:  You can enter a new 
subscription qty and/or show new on-
hand qtys, increase or decrease 
subscription or on-hand qtys 
2. Select Update 

Figure 9 

 
 

3 - 11 of 18 



 

Note:  All changes are made, new 
transactions have been added, and 
you will need to send an order to 
allow JCALS to receive this 
information  

Figure 10 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 - 12 of 18 



 
Subaccounts Authorized Access 
 
 
 
 
 
 

 

Note: The following information include the steps required for a 
subaccount to create a subscription and requisition if you have 
authorized access to a subaccount

1. 

2. 

1. Select Order 
2. Select Subscribe/On hand 
Note:  We are logged on as a 
subaccount; notice the subaccount 
number in the account block 

Figure 11 
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2. 

1. 

1. Enter desired TO number 
2. Select Read 

Figure 12 
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1. 

2. 

3. 

1.  Enter desired number of books 
2.  Enter any required information 
3.  Select Update 

Figure 13 
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Ensure transactions are created 
Note:  As a subaccount you must 
now Forward Order.  This will 
ensure your TODO receives the 
order for processing 

Figure 14 
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Orders Received From a Subaccount 
 
 
 
 

Note:  The following steps are for a TODO that receives an order from one of its 
assigned subaccounts 

 

 

Select Orders have been 
forwarded from a Sub-Account 
Note:  We are logged on as a the 
main account; notice the 
subaccount number in the 
account block  

Figure 15 
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You may now choose from the 
options available 
Note:  Once you select an option, 
select Ok.  The order is now ready 
for the main account to send with 
its next order  

Figure 16 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance. 
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4. SENDING ORDERS 
 

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance. 
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SENDING ORDERS 
 
The following Training Aid was developed to provide visual instructions for sending orders for 
Web ATOMS.  This material is intended to provide users with the minimal requirements 
necessary to build, view, edit, and send orders.  When the user becomes familiar with these 
screens the more advanced functions of this program can be utilized. 
 
These instructions are based on the following assumptions: 
 

1. The user has completed/reviewed one or all of the following:  an AETC TODO Training 
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial 
http://www.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm, or a locally devised TODO training 
program. 

2. The user is familiar with current USAF TO System policy and practices governing the 
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications. 
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1. 

2. 1. Select Orders 
2. Select Transactions

Figure 1 
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1. Fill in as much or as little 
data as you need. 

2. Select Ok  
Note:  If you leave everything 
blank, it will call up all of your 
transactions 

1. 

2. 

Figure 2 
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Note:  The U means the order 
has not been sent and you will 
need to send one 

Figure 3 
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Note:  You will need to scroll 
back to the top of the page 
Select Send Order 

Figure 4 
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Ensure the order was sent 
and a .tpr number was 
assigned 

Figure 5 
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1. 

2. 1. Select Orders 
2. Select Transactions

Figure 6 
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1. 
1. Fill in as much or as little 
data as you need. 
2. Select Ok  
Note:  If you leave everything 
blank, it will call up all of your 
transactions 2. 

Figure 7 
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Note:  Transactions now show sent 

Figure 8 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance. 
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5.  RECEIPT OF TOs 
 
 
 

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance. 

 

mailto:aac.wmbc.jcalsadmin@eglin.af.mil


RECEIPT OF TOs
 
The following Training Aid was developed to provide visual instructions for 
receipt of TOs using Web ATOMS.  This material is intended to provide users 
with the minimal requirements necessary to receive and document receipt of 
TOs.  When the user becomes familiar with these screens the more advanced 
functions of this program can be utilized. 
 
These instructions are based on the following assumptions: 
 

1. The user has completed/reviewed one or all of the following:  an AETC 
TODO Training course, an IDE ATOMS Training Workshop, ATOMS 
Web Based Tutorial http://www.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm, 
or a locally devised TODO training program. 

2. The user is familiar with current USAF TO System policy and 
practices governing the management of a TO account IAW TO 00-5-
series TOs and 21-3xx publications. 

5 - 2 of 16 
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Note:  There are three ways to Record Receipt of a TO, we are going to 
look at all three of them.  

 

Select Record Receipt 

Figure 1 
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Note:  We will start by 
selecting a transaction 
Select By Transaction 

Figure 2 

 
 

 

Select the Doc Num for the TO that 
you are receiving 
Note:  If you have open requisitions, 
these will show until they are filled, 
then subscriptions will be displayed 

Figure 3 
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1. Ensure qty received is correct, 
(Web ATOMS assumes you 
received the number on ID) 

2. Ensure TOs are distributed to 
sub-accounts 

3. Ensure checkmark in each 
increment you received 

4. Select update 

1. 

2. 

3. 

4. 

Figure 4 
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Ensure Receipt is posted  
Note:  You can run a 
Master TO Report to also 
verify the on-hand 
quantity 

Figure 5 
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Next we will use a Stock Number to post receipt of a TO 

 

 

Select Record Receipt 

Figure 6 

 
 

 

5 - 7 of 16 



 

1. Enter the TO stock number 
2. Select Submit 

Figure 7 

 
 

 

2. 

1. 

1. Ensure qty received is correct, 
(Web ATOMS assumes you 
received the number on ID) 

2. Ensure TOs are distributed to 
sub-accounts 

3. Ensure checkmark in each 
increment you received 

4. Select update 

3. 

1. 

2. 

4. 

Figure 8 

 

5 - 8 of 16 



 

 

Ensure Receipt is posted  
Note:  You can run a 
Master TO Report to also 
verify the on-hand 
quantity 

Figure 9 
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Now we will Record Receipt using a TO number 

 

Select Record Receipt 

Figure 10 
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Select By Tech Order 

Figure 11 
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1. 

1. Enter the TO number 
2. Select Read 

2. 

Figure 12 
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Select the Doc Num for the TO 

Figure 13 
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1. Ensure qty received is correct, 
(Web ATOMS assumes you 
received the number on ID) 

2. Ensure TOs are distributed to 
sub-accounts 

3. Ensure checkmark in each 
increment you received 

4. Select update 

3. 

1. 

2. 

4. 

Figure 14 

 
 

5 - 14 of 16 



 

Ensure Receipt is posted  
Note:  You can run a 
Master TO Report to also 
verify the on-hand 
quantity 

Figure 15 
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Next we will have a brief explanation of the best guess button  

 

1. Note:  Level will allow you to 
distribute shortages to 
subaccounts based on the 
order they requisitioned TOs, 
for example, 2 subaccounts 
place separate orders, you can 
split the order between the two 
accounts 

2. Note:  Date will allow you to 
receipt shortages by splitting it 
based on the date the each 
transaction was created 

Note:  This will only be used if you 
have created several orders for a 
book and they came in different 
shipments 

2. 

1. 

Figure 16 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance. 
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6.  MASTER TO REPORT 
 
 
 
 

 
Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance. 
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MASTER TO REPORT 
 
The following Training Aid was developed to provide visual instructions for the master TO 
report functions for Web ATOMS.  This material is intended to provide users with the minimal 
requirements necessary to run the master TO report functions.  When the user becomes familiar 
with these screens the more advanced functions of this program can be utilized. 
 
These instructions are based on the following assumptions: 
 

1. The user has completed/reviewed one or all of the following:  an AETC TODO Training 
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial 
http://www.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm, or a locally devised TODO training 
program. 

The user is familiar with current USAF TO System policy and practices governing the management of a TO 
account IAW TO 00-5-series TOs and 21-3xx publications.
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1. Select Reports 
2. Select Master TO 

2. 

1. 

  Figure 1 
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Note:  You can enter as much or as 
little data as you require here 
“Series* or TO Number” looks for a 
particular set of TOs or a single TO 
“Summarize all accounts” will list all 
subaccounts added together 
“Sub-Account(s)” allows you to 
determine if you want one, several, or 
all subaccounts to appear on the report 
“Discrepancies only” will only show 
TOs with an imbalance between 
subscription, on-hand, and on order 
“Show TO notes” will include any TO 
notes you have added 
“Sort” determines how the report is 
categorized 
“Break on sort” will determine if there 
is one list or several lists 
“Format determines how you view the 
report 
Select OK  

Figure 2 
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2. 

1. 1. The results show 
information related to your 
account 

2. The report can be opened in 
several different formats by 
selecting a different format 
button and selecting OK

Figure 3 
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We will now look at one of the most common MTORs; we will run an 
MTOR for discrepancies only 

 

Select Master TO Report 

Figure 4 
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1. Uncheck the Summarize all 
accounts box 

2. Check the Discrepancies only 
box 

3. Select OK 

1. 

2. 

3. 

Figure 5 
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Note:  This report will add 
your On-hand to your On 
Order to equal your 
Subscribed.  If they do not 
match you will need to 
determine why and 
correct the discrepancy.  
Once it is corrected it will 
no longer appear on the 
report. 

Figure 6 
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We will now look at the report in .csv format (Excel spread sheet) 

 

2. 

1. Select as much or as little data 
as you require 

2. Select CSV 
3. Select OK 

1. 

3. 

Figure 7 
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Select Open 

Figure 8 

 
 
 
 

 

Note:  The report is now 
an Excel spreadsheet; see 
Appendix B for further 
instructions for its use 

Figure 9 
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We will now look the report in .rtf format (Word Doc)  

 
 
 

 

Select Master TO Report 

Figure 10 
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2. 

1. Select as much or as little data 
as you require 
2. Select RTF 
3. Select OK 

1. 

3. 

Figure 11 

 
 

 

Select Open 

Figure 12 
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Note:  The report is now a 
Word Doc; see Appendix 
B for further instructions 
for its use 

Figure 13 
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Printing from the Program 

 

Select Master TO Report 

Figure 14 
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1. Select as much or as little data 
as you require 

Note:  For this example we are 
going to uncheck Summarize all 
accounts, Sort by Account, and 
Break on sort 
2. Select HTML 
3. Select OK 

1. 

2. 

3. 

Figure 15 
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Select Print 
Note:  This will send the report 
directly to your default printer and 
when it prints, it will place each 
different break on a separate sheet 
of paper, i.e. each subaccount will 
have its own sheet of paper  

Figure 16 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance. 
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7.  DISTRIBUTION REPORT 
 
 
 
 

 
Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance. 
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DISTRIBUTION REPORT 
 
The following Training Aid was developed to provide visual instructions for running distribution 
reports for Web ATOMS.  This material is intended to provide users with the minimal 
requirements necessary to run distribution reports.  When the user becomes familiar with these 
screens the more advanced functions of this program can be utilized. 
 
These instructions are based on the following assumptions: 
 

1. The user has completed/reviewed one or all of the following:  an AETC TODO Training 
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial 
http://www.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm, or a locally devised TODO training 
program. 

2. The user is familiar with current USAF TO System policy and practices governing the 
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications. 
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Select Distribution Report 

Figure 1 
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1. Fill in as much or as 
little data as you 
require 

2. Select OK 

1. 

2. 

Figure 2 
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This will be your distribution 
data 
Note:  You can find information 
on each block in Section 6 
Master TO Reports 

Figure 3 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance. 
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8. TRANSFERING OR COMBINING SUB-
ACCOUNT DATA 
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TRANSFERING OR COMBINING SUB-ACCOUNT DATA 
 
The following Training Aid was developed to provide visual instructions for transferring sub 
account data or combining subaccount data for Web ATOMS.  This material is intended to 
provide users with the minimal requirements necessary to transfer sub account data.  When the 
user becomes familiar with these screens the more advanced functions of this program can be 
utilized. 
 
These instructions are based on the following assumptions: 
 

1. The user has completed/reviewed one or all of the following:  an AETC TODO Training 
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial 
http://www.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm, or a locally devised TODO training 
program. 

2. The user is familiar with current USAF TO System policy and practices governing the 
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications. 
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Transferring Subaccounts 

 
 
 
 
 
 
 

Note:  Figures 1-5 are the procedures for transferring data from a main TODO 
database.  Figures 1 – 5 would be performed by a TODO.  Figures 6 – 9 would be 
performed by the gaining TODA or the gaining TODO. 

 

1. 

2. 

1.  Select Accounts 
2.  Select Transfer Sub-Account 

Figure 1 
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3. 

2. 
1.  Select Account 
2.  Select Transfer Sub-Account 
3.  Select Transfer 

1. 

Figure 2 
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You will receive a message showing 
subaccount has been transferred 

Figure 3 
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2. 

1. 

1.  Select Accounts 
2.  Select Sub-Accounts 

Figure 4 
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Note:  The chosen Sub-account 
has been removed 

Figure 5 
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Note:  The gaining account will receive a 
notification of the Sub-account being 
transferred in. 
Select the notification 

Figure 6 
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1.  Select Accept 
2.  Select Ok 
Note:  If you reject the 
transfer, the information will 
be sent back to the original 
account.  They will have the 
ability to replace the 
subaccount or transfer it to a 
different account. 

1. 

2. 

Figure 7 
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Note:  You will receive a 
notification that the account 
has been transferred in 
1.  Select Account 
2.  Select Sub-Accounts 

1. 

2. 

Figure 8 
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1. 

2. 

Note:  Ensure the Sub-account 
has been added 
1.  Select Order 
2.  Select Send Order 
Note:  Sending an order will 
notify JCALS of the change in 
account subscription quantities 

Figure 9 
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Combining Subaccounts 
 

 

2. 

1. Note:  This process will only 
work if the subaccounts to be 
combined have never had 
contacts that were authorized 
access 
1.  Select Accounts 
2.  Select Combine Accounts 

Figure 10 
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1. 

2. 

1.  Enter subaccount data to be 
moved from 
2.  Enter subaccount data to be 
moved to 
3.  Select Combine 

3. 

Figure 11 
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Note:  Ensure message stating 
subaccounts have been merged 

Figure 12 
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Note:  Run a MTOR and ensure 
that the gaining subaccount has 
received the books, and the 
losing subaccount has been 
removed. 

Figure 13 

 
 
 
 
 
 
 
 
 
 
 
 

Note:  If you have ever assigned a subaccount a contact and authorized the subaccount 
access, you will not be able to combine that subaccount, even if you go back and remove 
the access.   
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9.  RECONCILE TO ACCOUNT RECONCILIATION 
REPORT (ARR) 
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RECONCILE ARR 
 

The following Training Aid was developed to provide visual instructions for reconciling your 
TO account Reconciliation Report (Old CSRL Report). This aid is to be used in conjunction with 
the established ATOMS 2000 Users Guide published out of the offices of Wright-Patterson AFB.  
This training aid is in no way intended to be a stand-alone instruction.  This material is intended 
to provide users with the minimal requirements necessary to reconcile Account Reconciliation 
Report.  When the user becomes familiar with these screens the more advanced functions of this 
program can be utilized. 
 
These instructions are based on the following assumptions: 
 

1. The user has completed/reviewed one or all of the following:  an AETC TODO Training 
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial 
http://www.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm, or a locally devised TODO training 
program. 

2. The user is familiar with current USAF TO System policy and practices governing the 
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications. 
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Note:  You will receive a notification that Account 
Reconciliation Report awaiting review 
Select Account Reconciliation Report awaiting review 

Figure 1 
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1. Chose whether to Accept JCALS or Accept ATOMS 
2. If for any choice you chose Accept JCALS, chose the subaccount to add the TOs 

to or subtract the TOs from 
Note:  If you are adding TOs to your database, it will only add them to one subaccount.  
If you are subtracting TOs from your database, and the subaccount you have chosen 
does not have the TO as a need, it will be taken from the first subaccount that has a 
need, and continue to subtract from subaccounts until the desired number has been 
removed 
Note:  If you chose Accept ATOMS you must send an order so the changes will be made 
in JCALS 
Continue this process until you have made all of the proper selections and have 
reached the bottom of the list 
3.  Select Ok 

2. 

1. 

3. 

Figure 2 
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Once the list is blank, all the changes have been 
made to your account 

 
Figure 3 
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10. PREFERENCES 
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PREFERENCES 
 
The following Training Aid was developed to provide visual instructions for Setting Up 
Preferences.  This material is intended to provide users with the minimal requirements necessary 
to set up their Web ATOMS preferences.  When the user becomes familiar with these screens the 
more advanced functions of this program can be utilized. 
 
These instructions are based on the following assumptions: 
 

1.  The user has completed/reviewed one or all of the following:  an AETC TODO Training 
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial 
http://www.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm, or a locally devised TODO training 
program. 

2. The user is familiar with current USAF TO System policy and practices governing the 
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10 - 2 of 5 

http://www.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm


Note:  The only preferences that users are able to change are screen colors, font colors, and 
font sizes.  All other information is created through the Air Force Portal and information 
from users AFTO Form 43. 
 
 

 

1. 

2. 

1. Select Options 
2. Select Edit Preferences 

 

Figure 1 
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Note:  This will allow you to 
customize your colors. 
1.  Select Default drop down arrow 
2.  Select Custom 

1. 

2. 

Figure 2 
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1.  Make the color changes you like to the areas 
you like 
2.  Select Save 
Note:  You can reset it to your original settings by 
selecting Reset 

1. 

2. 

Figure 3 
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Appendix A:  Data Migration 
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Data Migration
 
The following Training Aid was developed to provide visual instructions for migrating you 
Desktop ATOMS into Web ATOMS.  This material is intended to provide users with the 
minimal requirements necessary to receive and document receipt of TOs.  When the user 
becomes familiar with these screens the more advanced functions of this program can be utilized.  
Once all Desktop ATOMS databases have been migrated, this Appendix will be removed. 
 
These instructions are based on the following assumptions: 
 

1. The user has completed/reviewed one or all of the following:  an AETC TODO Training 
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial 
http://www.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm, or a locally devised TODO training 
program. 

2. The user is familiar with current USAF TO System policy and practices governing the 
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications. 
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Desktop ATOMS Users 
 
 

 
 

Note:  You will start this process in you Desktop ATOMS 

 
 

 

1. 

2. 
1. Select Utilities 
2. Select Export

Figure 1 
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1. 

4. 

3. 

2. 

1. Leave set to default settings 
2. Leave Export for web conversion blank 
3. Ensure all Export Files are selected, this 

should also be default 
4. Select Export  

Figure 2 

 
 

 

Select Ok

Figure 3 

 
 

 
 
 
 
 

Note:  You can now close your ATOMS program and open you Web ATOMS.  Once this is 
done, do not go back to Desktop ATOMS and make any changes. 
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1. 

2. 

1. Select Migrate 
2. Upload Desktop Data 

Figure 4 
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Warning If you receive this 
message you already have data 
you must determine what you 
are going to do 
Select Continue 

Figure 5 
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Select Browse 

Figure 6 
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1. Navigate to the folder 
that you transferred 
your data to in Fig 2 
Step 1 

2. Select the csv that 
corresponds to the 
file you browsed for 

3. Select Open 2. 

1. 

3. 

Figure 7 
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1. Ensure data is entered 
2. Select Browse for the 

next file 
Note:  Repeat this for all the 
files on this window 

1. 

2. 

Figure 8 
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1. Ensure all data is filled in 
2. Select Submit Query 

1. 

2. 

Figure 9 
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1. Ensure files have been converted 
2.   Select continue 

1. 

2. 

Figure 10 
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You are now waiting to 
receive an e-mail stating 
your data is ready to use. 

Figure 11 
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JCALS Only Users 
 
 
 
 
 
 
 
 

WARNING!!! 
If you do not follow this procedure, you will reorder all the books in your account, to 
include creating sponsor approvals for all the orders created.  This will not be good for 
the system, so please follow these steps to avoid this from happening. 

 

 

Select JCALS Migration complete 

Figure 12 
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1. 

2. 

Note:  You will need to know how 
many of each book you have on-hand 
to start this step.  On-hand means 
actually in your library 
1.  This number shows how many 
are on subscription 
2. This number shows how many 

on are hand.  It will default to 
the number on subscription. 

Note:  If you do not have TOs on the 
shelf, you will have the ability to 
order any you may need from here 

Figure 13 
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1. 

3. 

2. 

1. Enter the number of TOs you 
have on-hand 

2. Select Check All 
3. Select Apply 
Note:  Justification is for Sponsor 
Approval TOs 

Figure 14 
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Ensure On-hand quantities are showing 

Figure 15 
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Note any migration discrepancies and 
correct them 
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Appendix B Reports in Excel and Word 
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Working with Reports in Excel and Word 
 
The following Training Aid was developed to provide visual instructions for working with 
reports saved as csv and rtf.  This material is intended to provide users with the minimal 
requirements necessary to produce reports to allow the TODO to save and print reports in two 
different programs.  When the user becomes familiar with these screens the more advanced 
functions of this program can be utilized. 
 
These instructions are based on the following assumptions: 
 

1. The user has completed/reviewed one or all of the following:  an AETC TODO Training 
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial 
http://www.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm, or a locally devised TODO training 
program. 

2. The user is familiar with current USAF TO System policy and practices governing the 
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications. 
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Note: This section is used after reports have been run.  For information on running reports, 
see Section 6 and 7. 

Excel Spreadsheet (csv) 
 

 

Note:  This Master TO Report has 
already been run 
1. Select CSV (Spreadsheet) 
2. Select Ok 

2. 

1. 

Figure 1 
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Select Open 
Note:  You could save this file at this 
point; we are going to open it.  It can 
then be saved like a standard 
spreadsheet 

Figure 2 

 
 

 

1. 

1. Select the upper left corner of 
the spreadsheet; this will 
highlight the entire spreadsheet 

Note:  It will be above the first row 
number and left of the first column
2. Place your cursor between 

column A and B (your cursor 
will become a vertical black line 
with arrows point left and right) 
and double click 

Note:  This will auto fit all of your 
columns to match the data located in 
them 

2. 

Figure 3 
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Click in any part of the report body 
this will return the spreadsheet 
back to standard color 
Note: At this point you can use this 
like any standard spreadsheet  

Figure 4 
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Word Document (rtf) 
 

  

Note:  This Master TO Report has 
already been run 
1. Select RTF (Document) 
2. Select Ok 

1. 

2. 

Figure 5 

 
 

 

Select Open 
Note:  You could save this file at this 
point; we are going to open it.  It can 
then be saved like a standard 
spreadsheet 

Figure 6 
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1. 

1. Select File 
2. Select Page Setup 

2. 

Figure 7 
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1. Select Landscape 
2. Select OK 

1. 

2. 

Figure 8 
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Note:  The report will now be laid 
out landscape 
Select the plus symbol in the upper 
left corner; this will highlight all 
the text 

Figure 9 
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1. 

1. Select Table 
2. Select Autofit 
3. Select Autofit to Contents

3. 

2. 

Figure 10 
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Click in any part of the report body 
this will return the spreadsheet 
back to standard color 
Note: At this point you can use this 
like any standard word doc.  If you 
use the format presented here, it will 
be called an rtf, if you save it, it will 
become a Word .doc  

Figure 11 
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Appendix C:  Air Force Portal Information 
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Data Migration
 
The following Training Aid was developed to provide visual instructions for the Air Force 
Portal.  This material is intended to provide users with the minimal requirements necessary to use 
Web ATOMS via the Air Force Portal.  When the user becomes familiar with these screens the 
more advanced functions of this program can be utilized.  Once all Desktop ATOMS databases 
have been migrated, this Appendix will be removed. 
 
These instructions are based on the following assumptions: 
 

1. The user has completed/reviewed one or all of the following:  an AETC TODO Training 
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial 
http://www.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm, or a locally devised TODO training 
program. 

2. The user is familiar with current USAF TO System policy and practices governing the 
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications. 
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Web ATOMS via the Air Force Portal 
 
 

 
Figure 1 

 
 

 

1. Enter Username and Password 
2. Select CAC Log In 
You can use either, for our example we will use 
the CAC Log In  

1. 

1. 
1. Select required certificates 
2. Select OK 

2. 

2. 

Figure 2 
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1. 

1. Enter PIN number 
2. Select OK 2. 

Figure 3 

 
 
 

 
Figure 4 

 
 

Appendix C - 4 of 7 



 

Select Applications A-Z Listing 

Figure 5 
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Select ATOMS-Automated Tech Order 
Management System [mil/.com] 
Note:  You can select ADD and this will add 
it to your workspace, this will allow you to 
go directly to Web ATOMS without 
searching each time 

Figure 6 
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You are now on Web ATOMS and 
can use the program 

Figure 7 
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Appendix D: Subaccount Data Migration 
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Data Migration
 
The following Training Aid was developed to provide visual instructions for migrating you Desktop ATOMS 
into Web ATOMS.  This material is intended to provide users with the minimal requirements necessary to 
receive and document receipt of TOs.  When the user becomes familiar with these screens the more advanced 
functions of this program can be utilized.  Once all Desktop ATOMS databases have been migrated, this 
Appendix will be removed. 
 
These instructions are based on the following assumptions: 
 

1. The user has completed/reviewed one or all of the following:  an AETC TODO Training course, an IDE 
ATOMS Training Workshop, ATOMS Web Based Tutorial 
http://www.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm, or a locally devised TODO training program. 

2. The user is familiar with current USAF TO System policy and practices governing the management of a 
TO account IAW TO 00-5-series TOs and 21-3xx publications. 
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Figure 1 

 
 

 

1. Select Utilities 
2. Select Export1. 

4. 

2. 

3. 

1. 

1. Leave set to default settings 
2. Leave Export for web conversion blank 
3. Ensure all Export Files are selected, this 

should also be default 
4. Select Export  

2. 

Figure 2 
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Select Ok

Figure 3 

 
 

 
Note:  You can now close your ATOMS program and open you Web ATOMS.  Once this 
is done, do not go back to Desktop ATOMS and make any changes. 
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1. Log onto Web ATOMS 
2. Select Migrate 
3. Upload Desktop Data 

1. 

2. 

3. 

Figure 4 

 
 

 

Select Browse 

Figure 5 
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1. Navigate to the folder 
that you transferred 
your data to in Fig 2 
Step 1 

2. Select the csv that 
corresponds to the 
file you browsed for 

3. Select Open 

2. 

1. 

3. 

Figure 6 

 
 

 

1. 
1. Ensure data is entered 
2. Select Browse for the 

next file 
Note:  Repeat this for all the 
files on this window 

2. 

Figure 7 
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1. Ensure all data is filled in 
2. Select Submit Query 1. 

2. 

Figure 8 

 
 

 

1. Ensure files have been converted 
2. Select continue 

1. 

2. 

Figure 9 
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You are now waiting to 
receive an e-mail stating 
your data is ready to use. 

Figure 10 
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